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A.INTRODUCTION

Account Codes

9

Welcome to the Account Codes section. This section contains the tools needed to learn
all concepts and procedures involved in the Account Codes section.

Goal: To acquire the skills and knowledge necessary to maintain the Account Code Table.
In addition, you will acquire an understanding of how the data in the Account Code
Table is utilized throughout the HRM S system.

Objectives:
1. Create Account Codes
2. Modify Account Codes using Correction mode
3. Modify Account Codes using Update/Display mode

PHOENIX — STATE OF GEORGIA SECTION 1: AccounT Copes 1-1
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B. BUSINESSPROCESSES

Activity Materials
LECTURE GUIDE FLIPCHART

Relevant Business Processes:

HR0100-BUDG - Create Account Codes
HR0110-BUDG - Modify Account Codes

1-2 SecTion 1: ACCOUNT CODES PHOENIX — STATE OF GEORGIA
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C.EXERCISES
Exercise 1— Create an Account Code

ACCOUNT CODE TABLE CONCEPTS

The Account Code Table is a holding file for the ChartField values that are used to expense
persona services and fringesin Financials. An Account Code represents a valid combination of
ChartField values; i.e., there must be a unique combination of ChartField values for each
Account Code and the ChartFields must be on the Financial Tree.

Account Codes should be given generic names so that they can be reused. As programs, funding
years, or other values change the ChartFields are changed, NOT the Account Code.

When creating a new Account Code, it is important to use an Effective Date as far in the past as
possible for a couple of different reasons. When payroll is confirmed the system reads the Pay
Begin and Pay End dates of the payrolls being confirmed and then reads the Effective Date in the
Department Budget Table. The system reads the date in the Account Code Table last in this
process; o if the date in the Account Code Table is greater than either the current row in the
Department Budget Table or the Pay Begin Date, the system considers it a future dated row and
will not use that data from the Account Code Table. An incorrect Effective Date could cause the
gystem to “crash” when payroll is confirmed or could cause persona services to be expensed
incorrectly.

Thereis only one panel in the Account Code Table:

Define Budget/Encumbmce(l).5.] - Setup - Account Code Table HEE
File Edit “iew Go Favortes Setup Process Beport Help

olgl@ x| alaE| =z =E| 8] Elel] * (vl
Account Code Table |

| Account Code: 422 58123001 |

Effective Date: |[LEFINFIEEE)
Description: IDisaslm 1209 HazMit/Admin Short Description: IGEMA
SetlD: |422l]l] Project/Grant: |531 29001 Program Code: |1 4129

Sub-Class: 300 Fund Code: Iﬁﬂ Org Code: I

PHOENIX — STATE OF GEORGIA SECTION 1: ACCOUNT Copes 1-3
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Exercise 1 (continued)

Scenario: Y our company was awarded a new federal grant effective
07/01/2000 and a new Account Code has to be created (refer to
your Data Entry Sheet for descriptions and values). Your goa isto
add the new Account Code to the Account Code Table ensuring
that it has a unique combination of PeopleSoft accounting numbers
caled ChartFields.

Business Pr ocess: HRO0100-BUDG=> Create Account Codes

Step 1 Select: Go= Define Business Rules® Define Budget/Encumbrance (U.S.)
Select: Setup=>» Account Code Table =» Add

Expected A diaog box displays
Results:

1-4 secTion 1: AccounT Cobes PHOENIX — STATE OF GEORGIA
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Exercise 1 (continued)

Step 2 Enter the following search criteriain the dialog box:
Account Code: Refer to your Data Entry Sheet
The Account Code can be up to 25 alphanumeric character s but must begin

with the 3-digit Company (Agency) Code. The name of an Account Code
should be generic and should not include thefiscal year.

Add -- Account Code Table E

Account Code: I@
Cancel |

Click: OK
Expected | The Account Code Table panel displays.
Results:
PHOENIX — STATE OF GEORGIA SECTION 1: AcCOUNT Cobes 1-5
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Exercise 1 (continued)

Step 3 Enter the following from your Data Entry Sheet:
Effective Date: 01/01/2000 (use a date as far in the past as possible — that
will eliminate any future dated rows in the Acct Code Thl)
Description: Up to 30 alphanumeric characters
Short Description:  Up to 10 alphanumeric characters
SetID: 3-digit company (agency) number plus two zeros
Project/Grant: Up to 15 characters
Program Code: Up to 5 characters
Sub-Class: Up to 5 characters
Fund Code: Up to 5 characters
Org Code: Populate only for exceptions

Each Account Code should have its own unique combination of
ChartField values.

Thesefields should be valid ChartField valuesin the Financial System.
All of these ChartFields are required except Org Code.

Expected | Verify datais entered correctly.
Results:

Related Org Codefield
I ssues 99% of thetimethisfield SHOULD NOT be populated. Please DO NOT
populate this field without first calling Central Support.

One problem created by populating the Org Code field is: an agency has received
funding from one source that will be funding four different Departments (Orgs).

If you populate the Org Code field then you will have to creste four different
Account Codes, instead of just one. And as the funding is renewed, you will have
to update al four Account Codes, instead of just one.

1-6 SecTion 1: ACCOUNT CoDES PHOENIX — STATE OF GEORGIA
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Exercise 1 (continued)

Check
Results

Step 4 Compare your Account Code Table panel to the panel shown below:

Define Budget/Encumbrnce(U.5.] - Setup - Account Code Table [_[5]=
File Edit “iew Go Fawoites Setup Process Report Help

als(@x| 0] 5le] D S| @] vl ]|
Account Code Table I

| Account Code: 422110 |
Effective Date: Il]1 0172000
Description: |Fedela| Drug Grant Short Description: |Drug Grant
SetlD: I-ll22l]l] Project/Grant: |12l]57l]|]1 Program Code: |12581

Sub-Class: 200 Fund Code: |A1 Org Code: ||

Note: Your datawill not be a perfect match to panels throughout this manual but
the same fields should be populated.

Expected | A new Account Code has been created.
Results:

Step 5 Click: El to save.

Expected | The new information is saved.
Results:

Exercise completed.

PHOENIX — STATE OF GEORGIA SECTION 1: ACCOUNT Copes 1-7
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Exercises2 and 3

MODIFYING AN ACCOUNT CODE CONCEPTS

After an account has been created it can be reused from year to year as programs or the funding
sources change. Instead of creating a new Account Code every year, you can change the
ChartField values for an existing Account Code.

There are two methods to modify an Account Code, either using Correction mode or
Update/Display mode. When using the Update/Display mode to make modifications, you have
to insert arow before making any changes. You will either have to accept the Effective Date
default or enter the Effective Date of your choice. This method will create a historical record
that is not really necessary in this table. If you choose to use the Update/Display mode, keep the
date so far in the past that you will never have a future dated row in the Account Code Table.

The other method of changing the ChartField values is to use Correction mode. Y ou do not
insert a row when using this mode; you simply change the necessary ChartField values and save
the record. Keep in mind that the Account Code Table is a holding file for the ChartField values
used in Financials where a permanent record of personal services expenses is maintained.

While the Correction mode does not maintain a historical record, it will prevent some problems
you might encounter using Update/Display mode. Because you do not change the Effective Date
when in Correction mode, problems created by incorrect Effective Dates are eliminated. Central
Support recommends using Correction mode to modify the Account Code Table.

The next two exercises walk you through modifying an Account Code using both Correction and
Update/Display modes.

Key Question

Isthis brand-
new

funding?

Yes Createa
New

Account Code

Update the No
existing
Account Code

1-8 secTion 1: AccounT CopEs PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE October 2002

Exercise 2 - Modifying an Account Code using Correction Mode

Scenario: The federal grant that your company received last year expired but
the funding was renewed effective 07/01/00. Y our godl isto
modify the ChartField values for the existing Account Code.

Business Process: HRO0110-BUDG =M odify Account Codes

Step 1 Select: Go=> Define Business Rules® Define Budget/Encumbrance (U.S.)
Select: Setup=> Account Code Table= Correction

Note: You do not insert rowsor change the Effective Date when using
Correction mode. You simply change the ChartFields as necessary and Save.

Expected A diaog box displays

Results:
Step 2 Enter the following search criteriain the dialog box:
Account Code: Refer to your Data Entry Sheet
Click: OK
Expected | The Account Code Table panel displays.
Results:
Step 3 Change the following field:

Program Code: Refer to your Data Entry Sheet

Any one or combination of the ChartField values can change with the
new Fiscal Year but the Account Code remainsthe same.
These fields should be valid ChartField valuesin the Financial System.
All of these ChartFields are required except the Org Code

Expected | Verify datais entered correctly.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: AcCouNT Copes 1-9
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Exercise 2 (continued)

Check
Results

Step 4 Compare your Account Code Table panel to the panel shown below:

Define Budget/Encumbrnce(l_5.] - Setup - Account Code Table HEE
Ele Edit “iew Go Favortes Setup Process Heport Help
dle|ex| BlaE cle Do s8] @lelo] *lvlal ]
Account Code Table |

| Account Code: 42240 |
Effective Date: 01 /011998
Description: IDiSﬂSlEI 1203-Post Dfe Ops Shert Description: IDisa:lel 1
SetiD: |422|]U Project/Grant: |56123003 Program Code: |4

Sub-Class: 300 Fund Code: A1 Org Code: I

Expected | New ChartField values have been entered.
Results:

Step 5 click: B 10 save

Expected | The new information is saved.
Results:

Exercise compl eted.

1-10 SecTion 1: ACCOUNT CODES PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE

October 2002

Exercise 3— Maodifying an Account Code using Update/Display mode

Scenario:

Caution:

Business Process:

The federal grant that your company received last year expired and
it was renewed effective 07/01/00. Y our goal isto modify the
ChartFields for an existing Account Code using Update/Display
mode.

While this method will create a historical record, Central
Support does not advocate using it. If you do, it isimportant to
keep the Effective Date as far in the past as possible so you never
have a row of data in the Account Code Table that is greater
(future dated) than the current row of data in the Department
Budget Table.

HRO0110-BUDG = Modify Account Codes

Step 1 Select: Go=> Define Business Rules Define Budget/Encumbrance (U.S))
Select: Setup> Account Code Table= Update/Display

Expected | A dialog box displays.

Results:

Results:

Step 2 Enter the following search criteriain the dialog box:
Account Code: Refer to your Data Entry Sheet
Click: OK

Expected | The Account Code Table panel displays.

PHOENIX — STATE OF GEORGIA
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Exercise 3 (continued)

Step 3 With your cursor in the Effective Date fied:
Insert a rowby pressing F7 or clicking on the Insert Rowﬁl icon.
This creates a new row of data that is exactly the same as the previous row
except the Effective Date defaults to blank. You will have to enter
the desired date and change the appropriate ChartField values.
Expected | A new datarow is created.
Results:
Step 4 Change the following field(s):
Effective Date: 01/02/1998 (K eep thisdate asfar in the past
aspossible)
Program Code: Refer to your Data Entry Sheet
Note:
Any one or combination of the ChartField values can change with the new
Fiscal Year but the Account Code remains the same.
These fields should be valid ChartField values in the Financial System.
All of these ChartFields are required except the Org Code.
Expected | Verify datais entered correctly.
Results:
1-12 SecTion 1: ACCOUNT CODES PHOENIX — STATE OF GEORGIA
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Exercise 3 (continued)
Check
Results
Step 5 Compare your Account Code Table panel to the panel shown below:
Define Budget/Encumbrnce(U.5.] - Setup - Account Code Table HEEBE
File Edit “iew Go Favortes Setup Process Report Help
elel@x| =laa] 5lE sE| alE] o] #elel ]
Account Code Table |
| Account Code: 42240 |
Effective Date: Il]'l f02/1998 ~
Description: |Disaste| 1209-Post Dfo Ops Short Description: IDisastel 1
SetiD: |42200 Project/Grant: |56129003 Program Code: Il]]
Sub-Class: 300 Fund Code: A1 Org Code: I
=]
|HRFROD |Account Code Table |Update/Display
Expected | New ChartField values have been entered and a historical row of data created.
Results:
Step 6 click: Bl tosave
Expected | The new information is saved.
Results:
Exercise completed.

PHOENIX — STATE OF GEORGIA
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D. SUMMARY AND REVIEW

Activity Materials
LECTURE GUIDE FLIPCHART
Objectives

1. Create Account Codes
2. Modify Account Codes using Correction mode
3. Modify Account Codes using Update/Display mode

Discuss the following questions

1. What is the Account Code Table?

2. What does the system check for when you make entries in the Account Code
Table?

3. What naming convention should be used for an Account Code?

4. Why should we use a generic name for an Account Code?

5. What field should you utilize for more specific data?

6. What effective date should we use when creating or modifying an Account Code?
Why?

7. What field should not be populated? Why?

1-14 secTion 1: AccounT CoDES PHOENIX — STATE OF GEORGIA
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SUMMARY AND REVIEW (continued)

8. What is the best entry mode to use when modifying an Account Code? Why?

9. If you use the Update/Display mode to modify an Account Code, what is the best
effective date to use? Why?

PHOENIX — STATE OF GEORGIA SECTION 1: AccounT Copes 1-15
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A.INTRODUCTION

Department Budget Table

9

Welcome to the Department Budget Table section. This section contains the tools
needed to learn all concepts and procedures involved in the Department Budget Table
section.

Goal: To acquire the skills and knowledge necessary to maintain the Department Budget
Table. In addition, you will acquire an understanding of how the data flows between
the Account Code and Department Budget Tables and throughout the HRMS system.

Objectives:
1. Describe the flow of data through the HRM S system
2. Create a Department (Org) in the HRMS system
3. Add and Modify Department Account Codes
4. Describe aPosition Override
5. Add and Modify Position Overrides
PHOENIX — STATE OF GEORGIA SECTION 2: DEPARTMENT BUDGET TABLE 2-1
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B. BUSINESSPROCESSES

Activity Materials
LECTURE GUIDE FLIPCHART

Relevant Business Processes:

2-2 SECTION 2: DEPARTMENT BUDGET TABLE

HRBO0200-BUDG

HRB0210-BUDG

HRBO0300-BUDG -
HRB0310-BUDG

Add a Department Account Code in the Department Budget
Table

Modify a Department Account Code in the Department Budget
Table

Add a Position Override to the Department Budget Table
Modify a Position Override in the Department Budget Table

PHOENIX — STATE OF GEORGIA
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C.CONCEPTS

DEPARTMENT BUDGET TABLE

Department = Organization

This table is used to associate an Account Code with a Department (Org) and to designate any
positions (Position Overrides) that are in a Department but are funded through a different
funding source.

There are anumber of stepsto consider when creating a new Department. First, you must decide on the new
Department (Org) number and then notify your Accounting Office with that information. Y our
Accounting Office will add the Department to PeopleSoft and will notify Financial Systemsto
add it to your agency’s Organization Tree.

After the new Department has been added to Financiass, you must complete and submit the
HRM S Department Change Request Form to HRMS Central Support. HRMS Central
Support adds the new Department to the HRMS system by adding it to the Department Table.
The request form includes a space to add your designated Department Account Code. If you
include the Account Code on the form, HRMS Central Support will add the information to the
Department Budget Table when it adds the Department to the HRM S system.

If you do not include the Account Code on the request form, HRMS will not add the information
to the Department Budget Table and one of two things will occur. |f your company (agency) has
provided HRMS Central Support with an Agency Default Account Code, the system will add
that as the Department Account Code. If your agency has not provided an Account Code, either
on the Request Form or in the Default Account Code Table, then the system will add the
Department Account Code using the first Account Code from your agency’s list in the Account
Code Table.

The Account Code Table isatable that lists al of the account codes used by each agency. The
Default Account Code Table is atable that lists only one account code per agency and is
utilized only in the event the system locates a Department that is not associated with an Account
Code. Agencieswill receive areport when the system adds the Department Account Code
(HRxxx0968).

A flowchart describing the steps to Create New Departments (Orgs) and a copy of the HRM S
Department Change Request form are included in this section. HRMS Security will only add the
Department Account Code to the Department Budget Table if it has been included on the request
form. Any Position Overrides will need to be added by the Company (Agency) after the
Department has been created.

In this section you will learn how to add a new Department, add Position Overrides, add
multiple funding sources, change funding sources, and delete funding sources.

PHOENIX — STATE OF GEORGIA SECTION 2: DEPARTMENT BUDGET TABLE 2'3
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ACCOUNT CODE WORKFLOW

ACCT CODE TABLE

Account Codes

42201 — State “Our Department

42202 - Federal i

Hods the Ghartidd val Account Codeis
0lds the LhartH- Vaues DEPT BUDGET TABLE
Departments (Orgs)

42201

used in Financials

Budget Office—422001001 :

All positions go to 42201 -

“QOur Department
Account Codeis
42201

Accounting Office — 422002001 )

Psn Overrides 12345678 & 12789482

POSITION OVERRIDES
All other positions go to 42201

12345678 — 42202

12789482 - 50% to 42201
50% to 42202

2-4 SECTION 2: DEPARTMENT BUDGET TABLE PHOENIX — STATE OF GEORGIA
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Determine
Department
Number
(Org Code)

Add new
Dept ID (Org) to
Financials

OCTOBER 2002

CREATE NEW DEPARTMENTS (ORGS)

Complete HRMS Dept
ID Change Request
Form to add Dept ID

(Org) to HRMS

Do you know the
Account Code for this
Dept ID (Org)?

Yes

J

Add it to the HRMS request
form and HRMS will add the
new Dept ID (Org) and Account
Code to the Department Budget

Table.

Is your Company's
preferred Account Code
listed in the Default
Account Code Table?

Yes
v

The system adds an Account
Code to the Department
Budget Table using your

designated Account Code
from the

Default Account Code Table.

The system adds an Account
Code to the Department Budget
Table using the first Account
Code from your Company's list

in the
Account Code Table.

No |

PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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FUNDING CHANGE FOR A DEPARTMENT (ORG)

Change the
Chartfield values in
the Account Code

Table

2-6 SECTION 2: DEPARTMENT BUDGET TABLE

Yes

You have received
notification that the
funding for a Dept ID
(Org) has changed.

Change the
Account Code in
the Dept Budget

Table

Add a new Account
Yes Code to the Account
Code Table

Is the current
Account Code
valid?

Is this Brand-new
funding

No

'

Account Code in

Change the

the Dept Budget
Table

PHOENIX — STATE OF GEORGIA
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CREATE A NEW POSITION

Effective Date for Position: 6/1/01
Lag Payroll: 5/20 - 6/5
Effective Date for new hire: 6/1/01

You need to create a
new position.

Setup in Position Data
(Manage Positions)
using a 6/1/01 effective
date. No entry
necessary in Dept
Budget Table. The
system automatically
uses the Dept Acct
Code as the funding
source.

Setup in Psn Data
(Manage Positions) using a
6/1/01 effective date and in

Dept Budget Table as a
Position Override using a
6/1/01 effective date.

Will the position be
Yes funded using the Dept No
Acct Code?

Will this position be in a

lag payroll group? No—

Yes

|

Setup in Psn Data (Manage
Positions) using a 5/1/01
effective date and in Dept

Budget Table as a Position

Override using 5/1/01 effective
date.

PHOENIX — STATE OF GEORGIA SECTION 2: DEPARTMENT BUDGET TABLE 2'7
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FUNDING CHANGE FOR A POSITION

You have received
notification that the
funding for a
position has
changed.

Add a Position Is the position See flowchart titled
Override to the No alread spetu as a s the position moving to a Ves Move a Position to
Dept Budget ady P different Dept ID (Org)? Another
Position Override?
Table Department (Org)

Yes
Change the Account
Code for the existing
Position Override in the
Dept Budget Table

I
2'8 SECTION 2: DEPARTMENT BUDGET TABLE PHOENIX — STATE OF GEORGIA
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MOVE A POSITION TO ANOTHER DEPARTMENT (ORG)

You have received notification
to move a Position to another
Dept ID (Org)

See Create New
Departments
(Orgs) flowchart

Does the Dept ID (Org)
already exist?

Yes

Change Dept in Position Data
(it will flow through to Job Data
if psn is incumbered)

PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

for the losing Dept ID (Org)?

Yes

!

¥as the position setup as a Positio
Override in the Dept Budget Table

Delete the row of data for the
Position Override in the Dept
Budget Table for the losing

Dept ID (Org)

No entry necessary in
the Dept Budget Table
for the losing Dept

Add a Position
No—| Override to the Dept
Budget Table

In the gaining Dept ID (Org),
is the position funded using
the Dept Account Code?

No entry necessary in the
Dept Budget Table
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Georgia Fiscal Management Council

P.O. Box 38305
Atlanta, Georgia 30334

www.ganet.org/fmc
http://phoenix.gagta.com/

How To ADD ORGANIZATIONS, PROGRAMSAND PROJECTS

What do you want to do

Wheretogo

Add Organization Go — Define Business Rules— Design ChartFields
Use — Organization— Add — Save

Add Program Go — Define Business Rules— Design ChartFields
Use —Program—Add — Save

Add Project/Grant Go — Define Business Rules— Design ChartFields

Use —Project/Grant —Add —Save

Add Organization/Program/Project to the trees
Not everyone has a Report Tree
Report Org Trees: IndicatetheLevel (1,2,3...etc.)

BCM Org Trees: Indicatethe Level (All, BD_Approp,
BD_Org, or BD_Detail)

Use the form from DOAS and add thefollowing:
Rpt_Org— Organization # — Level* — Parent
BCM_Org — Organization #— Level — Parent
Rpt_Project — Project #— Level —Parent
Rpt_Program —Program #— Level — Parent
BCM_Project — Project #— Level — Parent
BCM_Program —Program #— Level — Parent

E-mail to trees@qta.ga.gov

Budget Key Trandation **
(Can be different year to year)

Go — Define Business Rules— Control Public Sector
Use —Budget Key Trandations— Update/Display

Enter Business Unit and Budget Year. Select any Org fromthe
list EXCEPT thefirst Org (Do not use three-digit Org). Click OK
when message box displays. When the next panel comes up,
Enter Budget Y ear and the Org that needsthe trandation Save

How TOADDTOHRMS

What do you want to do [ Whereto go

Add Organization that has positionsin it to the HRM Stree Fill out Phoenix HRM S Department Change Report:
Add — effective date (01/01/1900)

Dept 1D/Organization— enter organization number
Enter Level — can be up to 10 characters

Level — leave blank

Parent — enter the parent (where to summarize up to)
Description —enter the long name (30 characters)
Short Description —enter short name (10 characters)
Account Code— Enter Account Code (ties to Program/Project)
Reguest Type— Add

Reason— New Organization

E-mail to GTAHRM S @gta.ga.gov

If Organization istied to Program/Project Loginto HRMS:

Go — Define Business Rules — Define Budget/Encumbrance

Setup— Account Code Table— Add

Enter new account code starting with your agency #, “xxx”

Enter &l information in the Account Code Table— Thistiesthe
organization to aprogram and project.— Save

Do not populatethe Org codefield.

If thereis not already an Account Code with the desired
program/project, you will need to establish a new account code.
This sets up the chartfield values that flow through to financials.

* Level — can be determined by looking at the tree and placing the cursor in the organization/project/program you want to add and look at the
bottom left hand corner of the screen for the level.

** \WWhen an organization is added to the chartfield tables, the Budget Key Trandation Table must also be updated or Budgets and expenses will
not clear.
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PHOENIX HRMS
Department Change Request

(Complete this form ONLY if the DeptID (organization number) will have positions expensed against it.)

Company/SetiD:

Request Date:

_ Short
. DeptiD/ Description(s)  pescription
Effective Org Field Length (30 Field Length Account Code*
Date(s) Value(s) Level(s) Parent(s) char.) (10 char.) (up to 25 char.) Request Type(s) Reason for Request(s)
Add Inactive Modify/Correct
[:lAdd Inactive Modify/Correct
[:lAdd [jactive mﬁfy/Correct
Add Inactive Modify/Correct
[:lAdd Inactive Modify/Correct
[:lAdd [_—Lulactive ﬁdify/Correct
Add Inactive Modify/Correct
O O O
Notes: The Dept Security Tree Level and Parent Value MUST be supplied on this form if a new Department has been added.
*Specify account code for each NEW Department ID. If left blank, the default account code for your agency will be assigned.
Requested By:
Requestor's Info: Telephone No. Email Address Fax No.
O Approved {:} Rejected

**Submit this form to the Solution Center at GTAHRMS@gta.ga.gov or FAX (404)463-5089. If you have any questions, please call the agency support at 404-657-3956.
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Exercise 1— Add an Account Code for a Department

Note: In Phoenix, each Department (Organization) must be linked to an
Account Code. If the Department Account Code is not provided at
the time that the HRM S Department Change Request form is
submitted, the Account Code will have to be entered manualy, or
the system will create one. A new Account Code will have to be
created when brand-new funding has been received for a new
Department.

Scenario: This exercise assumes that HRM S Security was not provided with

the Department Account Code. Your god is to enter the
Department Account Code for a newly created Department.

Business Process. HRB0200-BUDG =>Add a Department Account Code

Step 1 Select: Go=>Define Business Rules= Define Budget/Encumbrance (U.S.)
Select: Setup=>» Department Budget Table=» Department Budget = Add

Expected | A dialog box displays.
Results:
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Exercise 1 (continued)

Step 2 Enter the new Department (Org) in the dialog box:

Department: Refer to your Data Entry Sheet

Add -- Department Budget Table Ed
Department: I ﬂ gk,
Cancel
Click: OK

Note: You will receive an error message at this point if the Department
(Org) has not been setup in Financialsand HRM S.

Expected | The Department Budget panel displays.

Results:
Step 3 Enter the following on the Department Budget panel:
Effective Date: 07/01/2000
Fiscal Year: 2001
Currency Code: usD
Budget End Date: 06/30/2001 (Last Day of the Fiscal Y ear)
Offset Group: Thiswill dwaysbe STATE

Expected | Veify datais entered correctly.
Results:

Related Effective Date

Issue We recommend using the 1% of the Fiscal Year or the 1% of the Month. However,
when lag payrolls are involved push back the effective date far enough to include
the Pay Begin Date for the lag payroll, even if the incumbent started in the middle
of the pay period.
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Exercise 1 (continued)

Check
Results

Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbmee(U.5.) - Setup - Department Budget Table W= E
File Edt View Go Favortes Setup Process Repot Help

EEE R ENE E R EE RS +-/~AL|

Department Budget | Dept Budget Distr |

| Department: 4223003000 Intergavernmental Relatiars |

Effective Date:  [[EZAIPFII] | Fiscal Year: | 2001 Currency Cade: [USD _ +| £l
Budget End Date: [06730/2001 | Dffset Group: [STATE  ®|  State Dffset Group

DO NOT SAVE AT THISPOINT

Expected | Proceed to the next step.
Results:
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Exercise 1 (continued)

Step 5 Click on Dept Budget Distr tab or press F2.

Expected | The Department Budget Distr panel is displayed.

Results:

Step 6 Enter the following on the Dept Budget Distr pandl:
Budget Level: Department (system defaults to Department)
Account Cd: 42201 STATE BASED PROJECTS
% of Distribution: 100

Expected | Verify datais entered correctly.
Results:
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Exercise 1 (continued)

Check

Results

Step 7 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget’Encumbrnce(l.5.] - Setup - Department Budget Table HEEBE
File Edit ¥iew Go Fawortes Setup Process Report Help

alz(@lx| a)0a| 2@ ol=| S5 2] *lv sl ]

Department Budget  Dept Budaet Distr |

| Department: 4223003000 Intergovermmental Relations Offset Group: STATE |

Effective Date: 0740172000 Figcal Year: 20 | | ;I

Budget End Date:  0B/30/2001 Cumency Code:  LISD

Budget Level

[F Department ¢ Position Pool ¢ Jobcode ¢ Position { Appointment
Account Cd: [42201 #| Stete Project

Fund: &1 Org Cd: Program: 01 Sub-Cls: 300
Proj: 01
% of Distribution: I 100.000 jj%

Expected | Department Account Code for the new Department is created.
Results:

Note: It’svery important that you double-check your entriesprior to saving.

Step 8 Click: EI to save.

Expected | The new information is saved.
Results:

Exercise completed.
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Exercise 2— Add Multiple Account Codesfor a Department

Note: Funding for a Department can come from more than one source.
When that happens, the split funding appears in the Department
Budget Table. Multiple Account Code entries must be made in the
Department Budget Table until the percentage of Distribution
equals 100.
Scenario: In this exercise, the Department funding comes from two different
sources. Your goal isto enter the new Department in the
Department Budget Table using two different Account Codes.
Business Process: HRB0200-BUDG =>»Add a Department Account Code
Step 1 Select: Go=>»Define Business Rules=» Define Budget/Encumbrance (U.S.)
Select: Setup=>»Department Budget Table=>» Department Budget = Add
Expected | A dialog box displays.
Results:
Step 2 Enter the new Department (Org) in the dialog box:
Department: Refer to your Data Entry Sheet
Click: OK
Expected | The Department Budget panel displays.
Results:
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Exercise 2 (continued)

Step 3 Enter the following on the Department Budget panel:
Effective Date: 07/01/2000
Fiscal Year: 2001
Currency Code: usD
Budget End Date: 06/30/2001 (L ast Day of the Fiscal Y ear)
Offset Group: Thiswill dways be State
Expected Verify datais entered correctly.
Results:
Check
Results
Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbince(U.5.] - Setup - Department Budget Table
FEile Edit iew Go Favaortes Setup Process Heport Help

ele(elx] \kala| Bin| wlo) as] 2lel=] vl ]

Department Budget | Diept Budget Distr |

| Department: 4223004000 Physical & Economic Develop ‘
Effective Date:  |EEIIEFIIN] Fiscal Year: | 2001 Currenc .y Code: [USD ﬂ =l

Budget End Date: [06/30/2001 | Offset Group: [STATE ||  State Difset Group

DO NOT SAVE AT THISPOINT

Expected Proceed to the next step.
Results:
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Exercise 2 (continued)

Step 5 Click on Dept Budget Distr tab or press F2.
Expected | The Department Budget Distr pand is displayed.
Results:
Step 6 Enter the following on the Dept Budget Distr pandl:
Budget Leve: Department
Account Cd: 42201 STATE BASED PROJECTS
% of Distribution: 75
DO NOT SAVE AT THIS POINT
Expected | Verify datais entered correctly.
Results:
Step 7 Click on the Inner Scroll Bar and then Insert a Row.
Thiswill add a second row at the Account Code level, displaying a blank
Account Codefield and a0 in the % of Distribution field.
Expected | Blank Account Code field and % of Distribution fields display.
Results:
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Exercise 2 (continued)

Step 8 Enter the following on the Dept Budget Distr pandl:

Account Cd: Refer to your Data Entry Sheet
% of Distribution: 25

Expected | Verify datais entered correctly.
Results:

Related Double check both of your Dept Budget Distr panels before you save. If the
I ssue % of Distribution does not equal 100%, the system will not save your entries and
will display an error message. Find the entry error, correct it, and save again.
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Exercise 2 (continued)

Check
Results

Step 9 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget’Encumbrnce(l.5.] - Setup - Department Budget Table HEEBE
File Edit ¥iew Go Fawortes Setup Process Report Help

alz(@lx| a0 Be o= 5| 2] *lv sl ]

Department Budget  Dept Budaet Distr |

| Department: 4223003000 Intergovermmental Relations Offset Group: STATE |
Effective Date: 0740172000 Figcal Year: 20 ;I
Budget End Date:  0B/30/2001 Cumency Code:  LISD
2l

Budget Level
[0 Department ¢ Position Pool " Jobcode ¢ Position ¢ Appointment

ﬂ State Project

Account Cd: |EFFI]]
Program: 01 Sub-Cls: 300

Fund: &1 Org Cd:

Proj: 01
% of Distribution: I ¥5.000 leij

First of two Account Codes entered.

Expected
Results:
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Exercise 2 (continued)

Check
Results

Step 10 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbince(U.5.] - Setup - Department Budget Table HEE
File Edit “iew Go Favortes Setup Process Report Help

ale(@x| alnEl slel 5= 2l=] 2lel2] #eleale]

Department Budget Dept Budget Distr |

| Department: 4223003000 Intergovernmental Relations Offset Group: STATE ‘
Effective Date: 07/01 /2000 Fiscal Year: 2001 | | ;I
Budget End Date:  06/30/2001 Cunency Code:  USD
Budget Level
[C Department ¢ Position Pool ¢ Jobcode ¢ Position ¢ Appointment
Account Cd: |422 60002 ﬂ Dizaster 1271 Housing
Fund: &1 Org Cd: Program: 4 Sub-Cls: 300
Proj: EO00Z2

% of Distribution: I 25.000 =l j%

Expected | Second of two Account Codes entered.
Results:

Step 11 Click: El to save.

Expected | The new information is saved.
Results:

Exercise completed.

PHOENIX — STATE OF GEORGIA SECTION 2: DEPARTMENT BUDGET TABLE 2'23
PROPRIETARY AND CONFIDENTIAL



OCTOBER 2002

PARTICIPANT GUIDE

Exercise 3— Add a Position Overrideto the Department Budget Table

Note:

Many times a company will have positions in a Department (Org) that are funded
through different sources than the overall Department. To enter the funding
source for such positions while retaining the positions in the Department, Phoenix
uses Position Overrides.

Adding a Position Override to the Department Budget Table is one of the more
confusing entries in the HRM S system because arow must be inserted on two
different panels. on the Department Budget panel (to add a new Effective Date)
and on the Dept Budget Distr panel at the Department Level, to enter the Position
Override.

If arow isnot inserted at the Budget Level on the Dept Budget Distr pandl, the
Position Override will be added but the Department Account Code will be
deleted. If the entry is not corrected prior to the nightly batch processes, the
system will add a row for the Department Account Code using your company’s
Account Code from the Default Account Code Table or the first Account Code on
your company’s list in the Account Code Table.
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Exercise 3 (continued)

Scenario: Y ou have just been notified that effective 08/01/2000, one of the
positions in the Department will be budgeted through a different
funding source than the other positions. Your goa isto add the
Position Override to the Department Budget Table.

Business Process: HRBO0300-BUDG - Add a Position Overrideto the
Department Budget Table

Step 1 Select: Go=> Define Business Rules® Define Budget/Encumbrance (U.S))
Select: Setup> Department Budget Table=> Department Budget =
Update/Display

Update/Digplay -- Department Budget Table E3
Department: || ﬂ
Cancel |
Description: I
Company: I
Location Code: I

Expected | A dialog box appears.

Results:

Step 2 Enter the following search criteriain the dialog box:

Department: Refer to your Data Entry Sheet

Click: OK

Expected | The Department Budget panel displays.
Results:
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Exercise 3 (continued)

Step 3 Ensure that the cursor isin the Effective Date field and then Insert a Row.
Enter the following on the Department Budget panel:
Effective Date: 08/01/2000 (This date should be at least one day greater

than the effective date for the current row.)

Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)
Do not change the Currency Code or Offset Group fields. Verify Fiscal Year.

Expected | A new datarow is created.

Results: Verify datais entered correctly.

Related Effective Date

Issue In most cases, Central Support recommends using the 1% of the Month or the 1%
of the Fiscal Year for the Effective Date. However, we realize that is not always
possible. If that is the case, be sure to consider the Pay Begin and Pay End Dates
of the affected payrolls and the Effective Dates used in other related tables.
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Exercise 3 (continued)

Check
Results

Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbrnce[U.5 ] - Setup - Department Budget Table [_[2]x]
File Edt Yiew Go Favortes Setup Process Report Help

glz(@lx| ajaal sle =] g Zlel o] *lvlvele]

Department Budget | Dept Budaet Distr |

| Department: 4223003000 Intergavermnmental Relations
Effective Date:  |(EENTEPIIY Fiscal Year: | 2001 Cunrency Code: IUSD ﬂ =

Budget End Date: IIJBJ'3012IJIJ1 Difset Group: |STATE | State Offset Group

kT
DO NOT SAVE AT THISPOINT
Expected | Proceed to the next step.
Results:
Step 5 Click on Dept Budget Distr tab or press F2.
Expected | The Department Budget Distr pand is displayed.
Results:
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Exercise 3 (continued)

Note: Thenext sepis VERY CRITICAL. If you omit this step, the Overall
Department Account Code will be deleted.

Step 6 Click on the Middle Scroll Bar then on the I nsert a Row 2l
icon.

Turn on the Radio Button for Position.

Position Number field displays, enter the following:

Position Number: Refer to your Data Entry Sheet
Account Cd: 42201 STATE BASED PROJECTS
% of Distribution: 100

Expected | Verify datais entered correctly.
Results:

Related If you use the dropdown list to select the position number and the position does
Issue not appear on the list or the system does not accept the position when typed in,
then there is probably an Effective Date problem. Compare the effective dates
you are using in the Department Budget Table with the effective date in Position
Data

If you have a similar problem when entering the Account Code in the Department
Budget Table, check the effective dates used in the Account Code and
Department Budget Tables. The system reads the Effective Date in the
Department Budget Table first, and then finds the row of data in the Account
Code Table that isin effect at that time (equal or prior to the effective date in the
Department Budget Table).
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Exercise 3 (continued)

Check
Results

Step 7 Compare your Dept Budget Distr panels to the panels shown below:
Position Override row:

Define Budget/Encumbmce(U.S ) - Setup - Department Budget Table HEE
File Edt “iew Go Favorites Setup Process Repot Help

glglelx| vasl eel o] A= 2lelo] *e sl ]

Diepartment Budgst  Dept Budget Distr I

|Depallment: 4223003000 Intergavernmental R elations Offeet Group: STATE ‘
Effective Date: (08402000 Figcal Year: 200 | ‘ -
Budget End Date:  06/30/2001 Cumrency Code:  USD
Budget Level
[(“ Department (" Position Pool (" Jobcode * Position { Appointment
Position Number: Il]l]l]57985 ﬂ Director, Difice of Governor
Account Cd: [42201 3| Stete Project
Fund: &1 Org Cd: Program: 01 Sub-Cls: 300
Proj: 01

Z of Distribution: I 100.000 j = LI

Expected | Position Override is entered.
Results:
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Exercise 3 (continued)

Check
Results

Step 8 Compare your Dept Budget Distr panel to the panel shown below:
Department row:

Define Budget/Encumbrnce(U_5.] - Setup - Department Budget Table HEE
Ele Edit “iew Go Favortes Setup Process Heport Help

Ble(@x| 8| sle D= s8] @] *lvlale]

Department Budget Dept Budget Distr |

| Department: 4223003000 Intergovernmental Relations Offset Group: STATE

Effective Date: 08/ /2000 Fiscal Year: 200 | |
Budget End Date: 06/30/2001 Cumnrency Code:  USD

Py

Budget Level
[f’ i} ii © Position Pool ¢ Jobcode  Position { Appointment

Account Cd: [422010PB03 #| 0ph Intergovemmental Relat
Fund: &1 Org Cd: Program: 01 Sub-Cls: 300
Proj: 01

% of Distribution: I 100.000 jLILI

Expected | Department Account Coderow has not been deleted.
Results:

Caution: Before saving, it iscritical to check for the row showing the Department
Account Code.

Step 9 click: B 10 save

Expected | The new information is saved.
Results:

Exercise completed.
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Exercise 4— Add a Position Override using Multiple Account Codes

Note: Position Overrides can also be funded using more than one funding
source. The same logic used for multiple Department Account
Codes is used when adding multiple Account Codes for Position
Overrides.

Scenario: Effective 08/01/00, you have been notified that a position will be
funded using two different funding sources. Y our goal isto add
the Position Override to the Department.

Business Process: HRBO0300-BUDG = Add a Position Overrideto the
Department Budget Table

Step 1 Select: Go=>» Define Business Rules=» Define Budget/Encumbrance (U.S))
Select: Setup=>» Department Budget Table=» Department Budget=>
Update/Display

Expected | A diaog box appears.
Results:
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Exercise 4 (continued)

Step 2 Enter the following search criteriain the dialog box:
Department: Refer to your Data Entry Sheet
CLICK: OK

Expected | The Department Budget panel displays.
Results:

Step 3 Ensure that the cursor isin the Effective Date field and then Insert a Row.
Enter the following on the Department Budget panel:

Effective Date: 08/01/2000 (This date should be at least one day greater
than the effective date for the current row.)

Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)
Do not change the Currency Code or Offset Group fields. Verify Fisca Year.

Expected | A new datarow is created.
Results:
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Exercise 4 (continued)
Check
Results
Step 4 Compare your Department Budget panel to the panel shown below:
Define Budget/Encumbrnce(U.5.] - Setup - Department Budget T able [_[5]>

File Edit “iew Go Favortes Setup Process Repot Help
ale|@x| aqaE| gz == S8 2cl0] #le]wl]

Department Budget | Drept Budget Distr |

| Department: 4222003000 Intern Program Expenses ‘
e
Effective Date: 08/01/2000| Fiscal Year I 2001 Currency Code: IUSD ﬂ —I

Budget End Date: II]B."BI]I2I]I]1 Offset Group: ISTATE ﬂ State Offzet Group

DO NOT SAVE AT THISPOINT

Expected | Verify datais entered correctly.
Results: Proceed to the next step.

PHOENIX — STATE OF GEORGIA SECTION 2: DEPARTMENT BUDGET TABLE 2'33
PROPRIETARY AND CONFIDENTIAL




OCTOBER 2002 PARTICIPANT GUIDE

Exercise 4 (continued)

Step 5 Click on Dept Budget Distr tab or press F2.

Expected | The Department Budget Distr pand is displayed.
Results:

Note: The next step is VERY CRITICAL. If thisstep isomitted, the
Department Account Code will be deleted.

Step 6 Click onthe Middle Scroll Bar then onthe Insert a Rowﬂl
icon.

Turn on the Radio Button for Position.

Position Number field displays, enter the following:

Position Number: Refer to your Data Entry Sheet
Account Cd: 42201 STATE BASED PROJECTS
% of Distribution: 50

Expected | Verify datais entered correctly.
Results: Proceed to the next step.

DO NOT SAVE AT THISPOINT. If you do attempt to save at this point, the system will give
you an error message regarding the % of Distribution not being equal to 100%. Simply go to
Step 7 and follow the remaining steps to complete the entry.

Step 7 Click on the Inner Scroll Bar then on the ﬂl | con or press F7.

Thiswill add a second row at the Account Code level, displaying a blank
Account Codefield and a 0 in the % of Distribution field.

Expected | Blank Account Code and % of Distribution fields display.
Results:
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Exercise 4 (continued)
Step 8 Enter the following on the Dept Budget Distr pandl:
Account Cd: Refer to your Data Entry Sheet
% of Distribution: 50
Expected | Verify datais entered correctly.
Results:

Befor e saving, compare all of the Dept Budget Distr panelsfor the 08/01/2000 Effective
Date, to ensure correct data entry and that the Department Account Code has not been

deleted.

Step 9

Expected
Results:

Compare your Dept Budget Distr panel to the panel shown below:

Position Override:

Define Budget/Encumbince(U.5.] - Setup - Department Budget Table [_[a]x]
File Edt “iew Go Favortes Setup Process Report Help

Blalex| 118 se 5= as| 2] #v|el]

Department Budgst  [ept Budget Distr |

‘ Department: 4222003000 Intern Program Expenses Offset Group: STATE |

Effective Date: (08401 /2000 Figcal Year: 2001 ‘ |
Budget End Date:  (0E/30/2001 Currency Code:  USD

B

¢ Department ¢ Position Pool ¢ Jobcode * Position ¢ Appointment

Pasition Number: 00159313 +| iz

[H udget Level

Account Cd: [EFENT] ﬂ State Praject
Fund: &1 Org Cd: Program: 01 Sub-Cls: 300

Proj: 01
% of Distribution: I 50.000 LI — LI

First of two Account Codes for the Position Override.
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Check
Results

Step 10

Position Override:

Define Budget/Encumbince[U.5.] - Setup - Department Budget Table
File Edt “iew Go Favoites Setup Process Report Help

Compare your Dept Budget Distr panel to the panel shown below:

M= B

Department Budgst  ['ept Budget Distr |

Blelelx| =5(8| sel sl=| S8 2] #lvlwle ]

‘ Department: 4222003000
Effective Date: (08401 /2000
Budget End Date: 0843042001

|'H udget Level

¢ Department ¢ Position Pool ¢ Jobcode * Position: ¢ Appointment

Position Number:

00159313 ﬂ

Intern Program E xpenses Offset Group: STATE |
Fiscal Year: 2001 ‘ | =
Currency Code:  USD

Interr

42241

Fund: Al
Proj:  GGOE0

Account Cd:

ﬂ Palicy Council-Children & Fami

Org Cd: Sub-Cls: 300

% of Distribution: I 50.000

Program: 4

Expected
Results:

Second of two Account Codes for the Position Override.
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Exercise 4 (continued)
Check
Results
Step 11 Compare your Dept Budget Distr panel to the panel shown below:
Department Account Code:
Define Budget/Encumbince(U_5 ] - Setup - Depaitment Budget Table HEE
File Edt “iew Go Favortes Setup Process Heport Help
Blel@x| moal sle oo alE] 2el] #v s
Department Budgst  Dept Budget Distr |
‘ Department: 4222003000 Intern Program Expenses Offset Group: STATE |
Effective Date: 08/01 /2000 Fiscal Year: 2001 =
Budget End Date:  (0B/30/2001 Currency Code:  USD ‘ |
Budget Level I
[(3' Department " Position Pool ¢ Jobcode ¢ Position ¢ Appointment
;I_
Account Cd: |422INT[I1 ﬂ GOY'S INTERN PROGRAM
Fund: Al Org Cd: Program: (1 Sub-Cls: 675
Proj: 01
% of Distribution: I 100.000 ZILILI
Expected | The Department Account Code has not been deleted.
Results:
Step 12 click: Bl tosave
Expected | The new information is saved.
Results:
Exercise completed.
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Exercises5 - 8

FUNDING CHANGESFOR A DEPARTMENT OR POSITION(S)
CONCEPTS

There are a number of questions to consider when funding changes for a Department or Position.
|s the change permanent or a one-time change? |s the funding change for al the positionsin the
Department or for an individual position? Isthe change to correct an error? Isthe change for a
position that changes funding every pay period? |s the change for an hourly position?

If the change is to be permanent, then making the change in the Department Budget Tableis
appropriate. If it isaone-time change, does it include all the positions in the department that are
funded through the Department Account Code? If that is the case, then meking the change in the
Department Budget Table would involve the least amount of work, but you will have to
remember to change the funding back to the original Account Code after payroll has been
confirmed.

If you have to make a one-time change for an hourly position, you can accomplish that through
the Rapid Pay Data Entry Panel or Labor Distribution (refer to following pages). This panel
allows you to change the Department 1D and/or Account Code and involves the least amount of
work for this scenario.

If you have a one-time change to make for a regular salaried position, the Labor Distribution
panel would be the appropriate place to make the change. The Labor Changes section on that
panel will alow you to change any one of the ChartField values or to distribute the funding by
percentage or hours. Entries to the Labor Distribution panel are made after payroll confirm and
before you release it to the General Ledger.

If you have a position(s) that changes amost every pay period, then you should either make the
changes through the Rapid Pay Data Entry or Labor Distribution. Continually making changes
in the Department Budget Table will add an unnecessary number of rows to the Table and could
possibly cause the system to time-out when accessing the Table. Also, when you use the Table
to make one-time changes you have to remember to change the funding back to the original
funding.

Whenever and however you make one-time funding changes to positions, be sure to consider al
the possibilities before making the changes.

2-38 SECTION 2: DEPARTMENT BUDGET TABLE PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE OCTOBER 2002

RAPID PAY DATA ENTRY OVERRIDES

Manage Payioll Process U.5. - Use - Rapid Pay Data Entiy [_[=]=]
File Edit “iew Go Favortes Use Process |nguire BptA-b RptM-Z Control: Help

dlsl@x| akala| e 5= s @elo]| #elzle ]|

Pay Data Enty |

| Batch ID: S18HRLY 818 Hourly Fay Run: b ay Monthly [Sxx E arly]

Empi: I ﬂ
Red#t: [0 +| EamCode: [ +| [ Amount —
{] 1z

Job Data Override

Scheduled Hours: I Hourly Rate: I DeptiD: I ﬂ
Account Code: I ﬂ Position Nbr: I ﬂ j
-

] L]

[HRYOLTST  |D= Pay Entiy |Update/Display
= ] Slarll & Grouphafise - .. | XE Microzoft Excel | T Microzoft Wor. "w Manage Pa. . | ? @?% N @F s 249 PM

An agency can override the hourly rate for a particular earnings if needed; or, if an agency would
like to charge an earnings to a different department, account code, or position, the overrides can
be accomplished using the Rapid Data Entry Process.

The processes would be as follows:

Step 1 Add the Batch Header as usudl.

Step 2 Enter the Employee ID and Employee Record Number. Enter the appropriate earnings
code and either the number of hours or amount you wish to pay.

Step 3 To pay arate that is different than what is on Job Data, a user would enter the new ratein
the field titled Hourly Rate. For example: an employee makes $7.00 an hour but you
want to pay him/her $7.50 for work done on the weekend. Y ou would enter the earnings
code and number of hoursin the top part of the panel and then $7.50 in the Hourly Rate
field (Arrow #1). If the hourly rate needs to be changed when using the OTP earnings
code, remember that the system automatically calculates the time and a half rate for you.

Step 4 To charge an earnings to a different department ID simply key in the earnings code, hours
or amount in the top part and then the new department ID in the field titled DeptID
(Arrow #2).

Step 5 To charge an earnings to a different account code, simply key in the earnings code, hours
or amount in the top part and then the new account code in field titled Account Code
(Arrow #3).

Step 6 To charge an earnings to a different position number, simply key in earnings code, hours
or amount in top part and then the new position number in field titled Position Nbr
(Arrow #4).
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LABOR DISTRIBUTION PANEL

Labor Distribution - Use - Labor Distribution

File Edit ¥iew Go Favortes se Heports Conver Help

SR e e EE N A A

Labar Distribution |

Business Unit: 4R000 Check i#i: 101 Off Cycle?: M
Pay Penod End Date: 04/15/2000 Check Date: 04/15/2000 Status: MHone
EmpliD: 1 Position: 00075733 Frequency: 5
Hame: Hyman, Wilie P Pay Group: PAY
~Payroll D ata .
Eamn Code/Seq.: OTP /1 Amount: 46.00 Hours: —
Distribution Processed: ¥ pgject/Grant: 17002001 Account: 510003
Org: 46011101 Program: 04 Fund: Ad Sub-Cls: 300
-Labor Chang LI
Select All Earminas for Check? =

&+ Comect Chartfields
" Distribute by percentage

" Distribute by hours Project/Grant: ||]1 om ﬂ Acct: |51 0003 ﬂ
Org: |4Bl]1 3605 ﬂngram: |U4 ﬂ Fund: Iﬁ*‘ ﬂ Sub-Cls: |3Ul] ﬂ j;l

[FNTRNT |Labor Digtribution |Update/Displap

This panel isin Financials and is the last place to change funding before releasing Labor to the
Genera Ledger. It isalso the best place to make one-time funding changes or to make funding

changes for positions that have frequent funding changes. Corrections are made here after
payroll has confirmed.
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Exercise 5— Modify the Department Account Code and Add Multiple Position

Overrides

Note: The next few exercises are to give you practice modifying existing
entries and making multiple entries all on one effective dated row
before you save.

Scenario: Y ou have been notified that effective 09/01/00 the funding for a
Department has changed. Also, two positions will be funded
through sources other than the Department Account Code. Y our
goal is to modify the Department Account Code and add the two
Position Overrides.

Business Processes. HRB0210-BUDG = Modify a Department Account Code
HRB0300-BUDG = Add a Position Overrideto the
Department Budget Table

Step 1 Select: Go—> Define Business Rules> Define Budget/Encumbrance (U.S))
Select: Setup—> Department Budget Table—> Department Budget >
Update/Display

Expected | A diaog box displays.

Results:
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Exercise 5 (continued)

Step 2 Enter the following search criteriain the dialog box:
Department: Refer to your Data Entry Sheet
Click: OK

Expected | The Department Budget panel displays.
Results:

Step 3 Ensure that the cursor isin the Effective Date field, and then Insert a Row.

Enter the following on the Department Budget:

Effective Date: 09/01/2000 (This date should be at least one day greater
than the effective date for the current default.

Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)

Do not change the Currency Code or Offset Group fields. Verify Fiscal Year.

This step copies up the current row and creates a new current row of data.
Change the Effective Date and other data as necessary.

Expected | Verify datais entered correctly.
Results:
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Exercise 5 (continued)

Check
Results

Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbrnce[U.5.] - Setup - Department Budget Table [_[=]x]
File Edit Wiew Go Favorites Setup Process Repott Help

glz(@x| ajaeal sle == aF| 2ol o] *lvlaz]

Department Budget | Dept Budget Distr |

| Department: 4223004000 Physical & Economic Develop

Effective Date: USJUI /2000 Fizcal Year: 2001 Cunrency Code: IUSD ﬂ
Budget End Date: IUBJ’3UIZUU1 Difzet Group: |STATE  #|  State Offset Group

-
DO NOT SAVE AT THISPOINT
Expected | A new row of datais crested.
Results: Proceed to the next step.
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Exercise 5 (continued)

Step 5 Click on Dept Budget Distr tab or press F2.

Expected | The Dept Budget Distr panel is displayed.
Results:

Caution:

- When you arechanging or deleting data on the Dept Budget Distr panel, you
DO NOT insert arow on the Dept Budget Distr panel.
If you areadding data (a position override or additional account codes), then you DO
insert arow on the Dept Budget Distr panel. Click on the middle scroll bar before
inserting arow to add a new Position Override and click on theinner scroll bar before
inserting a row to add additional Account Codes.

Step 6 Using the Middle Scroll Bar if necessary, locate the Budget L evel that hasthe
Department radio button turned on (that is usually the first row that displays
on the Dept Budget Distr panel).

Tab down to the Account Code field and change the Account Code.

Account Cd: Refer to your Data Entry Sheet

% of Distribution: 100

DO NOT SAVE AT THIS POINT

Expected | Verify datais entered correctly.
Results:
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Exercise 5 (continued)

Check
Results

Step 7 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/E ncumbrnce(U 5 ] - Setup - Department Budget Table HEE
File Edt “iew Go Fawortes Setup Process Beport Help

EEEELEEENEE Ja R E A A

Department Budget Dept Budget Distr I

‘ Department: 4223004000 Physical & Economic Develop Offset Group: STATE |

Effective Date: 09/01/2000 Figcal Year: 200 ‘ |
Budget End Date:  0B/30/2001 Currency Code:  USD

E]

Budget Level
[G’ Depaitment ¢ Position Pool { Jobcode ¢ Position ¢ Appointment

Account Cd: |422l]5 ﬂ Opb Phys And Econ Developmnt
Fund: A1 Org Cd: Program: 01 Sub-Cls: 300

Proji 01
% of Distribution: 100.000 z'jﬂ

\HF\F’HUD |Depl Budget Distr |Updats/D\spIay

Expected | A new Department Account Code has been entered.
Results: Proceed to the next step.
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Exercise 5 (continued)

Now add the first Position Override, adding both Account Codes before proceeding to the second
Position Override.

Step 8 CRITICAL STEP: Click onthe Middle Scroll Bar (or tab down to the Budget
Level), then Insert a Row.
Turn on the Radio Button for Position
Position Number field displays, enter the following:
Position Number: Refer to your Data Entry Sheet
Account Cd: 42201 STATE BASED PROJECTS
% OF DISTRIBUTION: ...ttt ettt
Expected | Verify datais entered correctly.
Results:
Step 9 Click on the Inner Scroll Bar and Insert a Row.
Account Cd: Refer to your Data Entry Sheet
% of Distribution: 50
Expected | Correct dataentry.
Results:
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Exercise 5 (continued)

Check
Results

Step 10 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbrnce(U.5.] - Setup - Department Budget Table [_[2]x]
File Edit “iew Go Favortes Setup Process Repot Help

ale(@x| BlEE sl 55| =] 2lels] #elvale]

Department Budget Dept Budget Distr |

| Department: 4223004000 Physical & Economic Develop Offset Group: STATE ‘

Effective Date: 09701 /2000 Fiscal Year: 2001 | | =

Budget End Date: 06/30/2001 Cumnrency Code:  USD

Budget Level =

[F Department " Position Pool ¢ Jobcode & Position! © Appointment

Position Number: 00057578 | | sl elhets e J
Account Cd: |42205 ﬂ Mea 98 Basic Grants

Fund: Al Org Cd: Program: 4 Sub-Cls: 300
Proj: 13086001
% of Distribution: | 50.000 -] i

Expected | First of two Account Codes for the first Position Override entered.
Results: Proceed to the next step.
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Exercise 5 (continued)

Check
Results

Step 11 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbrnce(U.5.] - Setup - Department Budget Table [_Ta]x]
File Edit “iew Go Fawoites Setup Process Report Help

ale/8lx| akaal sel == S=] o] *vlvsle]|

Department Budget Dept Budget Distr I

| Department: 4223004000 Phyzical & Economic Develop Offset Group: STATE |
Effective Date: (09/01 42000 Fiscal Year: 2001 ‘ | =
Budget End Date: 0E/30,/2001 Currency Code:  USD

Budget Level
[r Department ¢ Position Pool ¢ Jobcode * Position ¢ Appointment

Position Number: Iﬂﬂﬂﬁ?ﬁ?s ﬂ Palicy Analysis Coord

|

Account Cd: [[FEFE] ﬂ State Praject
Fund: Al DOrg Cd: Program: 01 Sub-Cls: 300
Proj: 01
% of Distribution: 50.000 LILILI

Expected | Second of two Account Codes for the first Position Override entered.
Results: Proceed to the next step.

DO NOT SAVE AT THISPOINT. You still have one more Position Override to add.
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Exercise 5 (continued)

OCTOBER 2002

Step 12 CRITICAL STEP: Click onthe Middle Scroll Bar (this places the cursor back
at the Budget Levd), then Insert a Row.
Turn on the Radio Button for Position
Position Number field displays, enter the following:
Position Number: Refer to your Data Entry Sheet
Account Cd: 42201 STATE BASED PROJECTS
% of Distribution: 50

Expected | Verify datais entered correctly.

Results:

Step 13 Click on the Inner Scroll Bar and then Insert a Row.
Account Cd: Refer to your Data Entry Sheet
% of Distribution: 50

Expected | Verify datais entered correctly.

Results:

PHOENIX — STATE OF GEORGIA
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Exercise 5 (continued)

Check
Results

Step 14 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbrnce[U.5 ] - Setup - Department Budget Table [_[2]x]
File Edt Yiew Go Favortes Setup Process Report Help

glz(@lx| ajaal sle = g Zlel o] *lvlvele]

Department Budget Dept Budget Distr |

| Department: 4223004000 Phyzical & Economic Develop Offset Group: STATE |
Effective Date: 03/01/2000 Fiscal Year: 200 | | =
Budget End Date:  06/30/2001 Currency Code:  USD

Budget Level =
[(“ Department ¢ Position Pool (" Jobcode

v " Appointment

Pasition Number: 00057972 | +| Administative Assistant

Account Cd: |42205 ﬂ Mea 98 Basic Grants

Fund: &1 Org Cd: Program: 4 Sub-Cls: 300
Proj: 13066001

% of Distribution: I 50.000 = | =]

Expected | First of two Account Codes for the second Position Override entered.
Results: Proceed to the next step.
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Exercise 5 (continued)

Check
Results

Step 15 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbrnce(U_5.] - Setup - Department Budget Table HEE
File Edit “iew Go Favortes Setup Process Repot Help

glel@x| ‘ala® ele 5=] S5 o] ] #lv]vwg]

Department Budget  Dept Budget Distr |

| Department: 4223004000 Physical & Economic Develop Offset Group: STATE ‘

Effective Date: 09/ /2000 Fizcal Year: 2001 |
Budget End Date: 06/30/2001 Cumnrency Code:  USD

" Department ¢ Position Pool ¢ Jobcode ¢ Position { Appointment

Position Number: 00057972 j Administrative Assistant

[Budgel Level

Account Cd: (42201 ﬂ State Project
Fund: &1 Org Cd: Program: 01 Sub-Cls: 300

Proj: 01
% of Distribution: I 50.000 LI — LI

Expected | Second of two Account Codes for the second Position Override entered.
Results:
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Exercise 5 (continued)

Step 16 Be sureto double check the Department Account Code panel to ensurethat
you did not deleteit.

Define Budget/Encumbrnce(U.5.] - Setup - Department Budget Table B
File Edit “iew Go Favortes Setup Process Report Help

gle|@x| alual sz =] S8 2] #elele]

Department Budget  Dept Budget Distr |

| Department: 4223004000 Physical & Economic Develop Offzet Group: STATE |

Effective Date: 08/01/2000 Fiscal Year: 2001 | ‘ =
Budget End Date: 06/30/2001 Currency Code:  USD

s

" Position Pool " Jobcode ¢ Position { Appointment

E
Account Cd: (42205 ﬂ Nea 38 Basic Grants
Fund: Al Org Cd: Program: 4 Sub-Cle: 300
Proj: 13066001
% of Distribution: I 100000 jLILI

Expected | Be sureto review the Department Account Code panel to ensure that you did not
Results: delete it.

Step 17 Review all panels before saving.

Click: El to save.

Expected | The new information is saved.
Results:

Exercise completed.
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Exer cise 6— Change a Position Override Back to the Dept Account Code

Note:

Scenario:

Business Processes:

When the funding changes for a Position Override, you need to
determine if it is changing back to the Department Account Code
or if it is something other than that. If it is the latter, you make the
changes at the Account Code level after you have scrolled to the
Position being changed. However, if the Position is to be funded
using the Department Account Code then you scroll to the Position
and delete the Position at the Budget Level (the system will then
automatically use the Department Account Code for that position
when payroll confirms).

Effective 09/01/2000 you are notified that one of your Position
Overrides will now be funded through the Department Account
Code. Your goal isto correctly remove the Position Override.

HRB0310-BUDG = Modify Position Overridesin the
Department Budget Table

Step 1 Select: Go=> Define Business Rules Define Budget/Encumbrance (U.S))
Select: Setup> Department Budget Table=> Department Budget =
Update/Display

Expected | A diaog box displays.

Results:

Results:

Step 2 Enter the following search criteriain the dialog box:
Department: Refer to your Data Entry Sheet
Click: OK

Expected | The Department Budget Table panel displays.
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Exercise 6 (continued)

Step 3 Ensure that the cursor isin the Effective Date field and then Insert a Row.
Enter the following on the Department Budget panel:
Effective Date: 09/01/2000 (This date should be at least one day greater
than the effective date for the current default.)
Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)
Do not change the Currency Code or Offset Group fields. Verify Fiscal Year.
Expected | A new datarow is created
Results: Verify datais entered correctly.
Check
Results
Step 4 Compare your Department Budget panel to the panel shown below:
¢ Delie Bdgel!Encumhmne[U,S,] - Setup - Department Budget Table
alef@x] ua) sl olm] S8 2ol vl
Drepartment Budgst | Dept Budget Dislrl
| Department: 4222003000 Intern Program Expenses |
Effective Date:  |[IEZMPPIIN | Fiscal Year: | 2001 Currency Code: [USD |+ S
Budget End Date: Im Offset Group: Wﬂ State Difset Group
=l
DO NOT SAVE AT THISPOINT
Expected | Proceed to the next step.
Results:
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Exercise 6 (continued)

Step 5 Click on Dept Budget Distr tab or press F2.

Expected | The Department Budget Distr pand is displayed.
Results:

Since you are deleting, not adding, data to thistable you DO NOT insert arow. Instead,
use the middle scroll bar to locate the position and then delete the position at the Budget
Level (ensurethat the cursor isin the Position field before you delete).

Step 6 Click onthe Middle Scroll Bar to locate the Position that is changing.
Position Number:  Refer to your Data Entry Sheet

With the cursor in the Position Number field, Click on the Delete a Row I con
Click on Yes

Expected | Verify datais entered correctly.
Results:
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Exercise 6 (continued)

Step 7 Be surethat the cursor isin the Position field before you delete.
See below:

Define Budget/Encumbrnce[U.5 ] - Setup - Department Budget Table [_[2]x]
File Edt Yiew Go Favortes Setup Process Report Help

glz(@lx| mlwal sle =] g Zel o] *lvlvwle]

Department Budget Dept Budget Distr |

| Department: 4222003000 Intern Program Espenses Offset Group: STATE |
Effective Date: 03/01/2000 Fiscal Year: 200 | | =
Budget End Date:  06/30/2001 Currency Code:  USD

Budget Level
[(“ Department ¢ Position Pool ¢ Jobcode ¢ Position ¢ Appointment

Position Number: [D0153314] ﬂ Intern

7 J

Account Cd: I!ZZB? ﬂ GOY INTERN SPOMSORS
Fund: &1 Org Cd: Program: 4 Sub-Cls: E75

Proj: E7
% of Distiibution: I 100.000 jllll

Expected | The Position Override is deleted from the table.
Results:

Step 8 Click: El to save.

Expected | The new information is saved.
Results:

Exercise completed.
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Exercise 7— Modify Department Account Codes

Scenario: Y ou have been notified that the funding for a Department has
changed. It currently is split between two different funding
sources and will change to just one funding source effective

10/01/00.
Business Processes: HRB0210-BUDG < Modify a Department Account Code
Step 1 Select: Go= Define Business Rules® Define Budget/Encumbrance (U.S.)
Select: Setup> Department Budget Table= Department Budget =
Update/Display

Expected | A diaog box displays.
Results:
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Exercise 7 (continued)

Step 2 Enter the following search criteria in the dialog box:
Department: Refer to your Data Entry Sheet
Click: OK

Expected | The Department Budget panel displays.
Results:

Step 3 Ensure that the cursor isin the Effective Date field and then Insert a Row.

Enter the following on the Department Budget:

Effective Date: 10/01/2000 (This date should be at least one day greater
than the effective date for the current default.
Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)

(Do not change the Currency Code or Offset Group fields. Verify Fiscal Year.)

Expected | Verify datais entered correctly.
Results:
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Exercise 7 (continued)

Check

Results

Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbrnce[U.5.] - Setup - Department Budget Table
File Edit ¥iew Go Fawortes Setup Process Report Help

alz(@lx| @aal &8 o= g5 2lel] *[v sl ]

Department Budget | Dept Budget Distr |

H= B

| Department: 4223005000 Genl Gov't/Public Satety |

Effective Date: |1IJJ'IJI #2000 Fiscal Year: | 2001 Cunrency Code: IUSD ﬂ j

Budget End Date: |l]BJ'3IJI2I]I]1 Ofiset Group: |FHFYIE ﬂ State Offset Group

DO NOT SAVE AT THIS POINT

Expected | Proceed to the next step.
Results:

Step 5 Click on Dept Budget Distr tab or press F2.

Expected | The Dept Budget Distr pand is displayed.
Results:

PHOENIX — STATE OF GEORGIA

SECTION 2: DEPARTMENT BUDGET TaBLE 2-59
PROPRIETARY AND CONFIDENTIAL



OCTOBER 2002

PARTICIPANT GUIDE

Exercise 7 (continued)

Remember, when changing or deleting data on the Dept Budget Distr pandl,
DO NOT insert arow at the Budget Level.

Step 6 If necessary, use the Middle Scroll Bar to locate the Budget Level Department
(which is usually the first row that displays).
Using the Inner Scroll Bar locate the Account Code that needsto be deleted.
Account Cd: Refer to your Data Entry Sheet
Click on the Deletea Row Iconor F8.
Click on Yes
Expected | Verify datais entered correctly.
Results:
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Exercise 7 (continued)

OCTOBER 2002

Check
Results

Step 7

select

the Account Code.

Define Budget/Encumbince({U_5 ] - Setup - Department Budget Table

File Edit “iew Go Favoites Setup Process Repot Help

Compare your Dept Budget Distr panel to the panel shown below:

Delete therow at the Account Code level after using the Inner Scroll Bar to

[_[5]x]

B & @ x| &l el EINE I T A

Departmant Budget Dept Budget Distr |

| Department: 4223005000 Gen'l Gov't/Public S afety Offset Group: STATE
Effective Date: 10401 /2000 Fiscal Year: 2001 |
Budget End D ate: 0B/30/2001 Cumrency Code: USD

’—Budget Level

{* Department  Position Pool ¢ Jobcode ¢ Position { Appointment |

Account Cd:

1

1422010 PB 05|

Fund: A1
Froj: 0

Org Cd: Program: 01

% of Distribution: I 50.000

+| Opb General Goverment :

Sub-Cls: 300

L

Expected
Results:

DO NOT SAVE AT THISPOINT.

Proceed to the next step.
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Exercise 7 (continued)

Now change the % of Distribution for the other Account Code(s). The total % of Distribution
must equal 100%, or you will receive an error message when you try to save.

Step 8 Y ou should now have only one row of data at the Account Code level.
Account Cd: 42201 State Project should be the remaining Acct Code
% of Distribution: 100

Expected | Verify datais entered correctly.
Results:
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Exercise 7 (conti

nued)

OCTOBER 2002

Check
Results

Step 9 Compare your Dept Budget Distr panel to the panel shown below:

Define Budget/Encumbrnce[U.5.] - Setup - Department Budget Table

File Edit “iew Go Favortes Setup Process Report Help

-] ]

Blelalx| apae| el == S| 2ol *lelall]

Department Budget  Dept Budaet Distr I

Department: 4223005000 Gen'l Gow't/Public 5 afety

Offset Group:  STATE |

Effective Date:
Budget End D ate:

2001 | |

"B udget Level

& Department ¢ Position Pool ¢ Jobcode ¢ Position ¢ Appointment

Account Cd: (42201

uso
ﬂ State Project
Program: 01 Sub-Cls: 300
100.000] jj |

Notice how the elevator button on the inner scroll bar has changed.

Expected | The Department Account Code has been modified.

Results:

Step 10 Click: EI to save.

Expected | The new infornmetion is saved.

Results:

Exercise completed.
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Exer cise 8— Change a Position Override back to the Department Account
Code and Change the funding for a second Position Override

Note: When the funding changes for a Position Override, determine if it
is changing back to the overall Department Account Code or if itis
something other than the Department Account Code. If it isthe
latter, make the changes at the Account Code level after you have
scrolled to the Position being changed. However, if the position is
to be funded using the Department Account Code, scroll to the
Position and delete it at the Budget Level.

Scenario: Effective 10/01/00, you are notified that one of your Position
Overrides will be funded through the same funding source as the
overdl Department. Another Position Override will have a new
funding source that is not the Department Account Code. Y our
goal isto correctly enter the changes for both Position Overrides.

Business Processes: HRB0310-BUDG =>» Modify Position Overridesin the
Department Budget Table

Step 1 Select: Go=>» Define Business Rules=» Define Budget/Encumbrance (U.S))
Select: Setup=>» Department Budget Table=» Department Budget =
Update/Display

Expected | A diaog box displays.
Results:
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Exercise 8 (continued)

Step 2 Enter the following search criteriain the dialog box:

Department: Refer to your Data Entry Sheet

Click: OK
Expected | The Department Budget Table panel displays.
Results:
Step 3 Ensure that the cursor isin the Effective Date field and then Insert a Row.

Enter the following on the Department Budget panel:

Effective Date: 10/01/2000 (This date should be at least one day greater
than the effective date for the current default.)

Budget End Date:  06/30/2001 (The last day of the Fiscal Y ear)

Expected | A new datarow is created.
Results: Verify datais entered correctly.
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Exercise 8 (continued)

Check
Results

Step 4 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbrnce[U.5.] - Setup - Department Budget T able [_[2]=]
File Edit “iew Go Favortes Setup Process Hepot Help

alel@x| HlaE| sl o0 sl o] #lvlwlz]

Diepartment Budget | Diept Budget Digtr |

| Department: 4222003000 Intern Program Expenses ‘

Effective Date: 10/01/2001 Fizcal Year I 20m Currency Code: IUSD ﬂ j

Budget End Date: [06/30/2001 | Offset Graup: [STATE | % State Offset Group

=
DO NOT SAVE AT THISPOINT
Expected | Proceed to the next step.
Results:
Step 5 Click on Dept Budget Distr tab or press F2.
Expected | The Department Budget Distr pand is displayed.
Results:
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Exer cise 8 (continued)

Remember that you are deleting and changing, not adding, positionsto thistime so you DO
NOT insert arow at the Budget Level on thispanel. Usethe middle scroll bar to locate the
position that is changing and then make the necessary changes and/or deletions.

Step 6 Click onthe Middle Scroll Bar to locate the Position that is changing.
Position Number:  Refer to your Data Entry Sheet

With the cursor in the Position Number field, Click on the Delete a Row | con.
Click on Yes

Expected | You have deleted the Position Override and moved its funding back to the
Results: Department Account Code.

Step 7 L ocate the position and delete the row at the position level.

Define Budget/Encumbmce[U.5.] - Setup - Department Budget Table [_[2] =]
File Edit Yiew Go Favortes Setup Process Report Help

alz(elx| 2lmal sle == aE| 2leo] *lelell ]|

Department Budgst  Dept Budgst Distr I

| Department: 4222003000 Intern Program Expenses Offset Group: STATE
Effective Date: 1040 /2001 Figcal Year: 200 | ‘ =
Budget End Date: 0B/30/2001 Cumrency Code:  USD

Budget Level
[F Department " Position Pool ¢ Jobcode * Position { Appointment

Paosition Number: 00159531 ﬂ Intern [GOY]
Account Cd: |42257 ﬂ GOV IMTERM SPONSORS

Fund: A1 Org Cd: Program: 4 Sub-Cls: 675 &
Prop 67
Z of Distnibution: I 50.000 ;I = ;I

Expected | The Position Override del eted.
Results: Proceed to the next step.
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Exercise 8 (continued)

Step 8 Usethe Middle Scroll Bar, if necessary, to locate the Position that you are
changing.
Position: Refer to your Data Entry Sheet

Expected | The correct Position has been located.
Results: Proceed to the next step

Step 9 Tab down to the Account Code field and type in the new Account Code.
Account Cd: Refer to your Data Entry Sheet
Verify that the % of Distribution is correct.

Expected | Verify datais entered correctly.
Results:
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Exercise 8 (continued)

OCTOBER 2002

Check
Results

Step 10 Compare your Department Budget panel to the panel shown below:

Define Budget/Encumbrnce[U.5.] - Setup - Department Budget Table
File Edit ¥iew Go Fawortes Setup Process Report Help

H= B

alz(@lx| a0 Be o= 5| 2] *lv sl ]

Department Budget  Dept Budaet Distr |

| Department: 4222003000 Intern Program Espenses Offset Group: STATE |

Effective Date: 10701/2001 Figcal Year: 20 |
Budget End Date:  0B/30/2001 Cumency Code:  LISD

Budget Level
[F Department ¢ Position Pool " Jobcode ' Position { Appointment

Position Number: 00159314 ﬂ Inkermn [GOW]

Account Cd: [#22INTO1 #| GOVINTERN SPONSORS
Fund: &1 Org Cd: Program: 4 Sub-Cls: E7D
Proj: 67

% of Distribution: I 100.000

Expected | Account Code for the Position Override is changed.

Results:

Step 11 Click: El to save.

Expected | The new information is saved.

Results:

Exercise completed.
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E. SUMMARY AND REVIEW

Activity Materials
W || B2 |
LECTURE GUIDE FLIPCHART

Objectives
1. Describe the flow of data through the HRM S system
2. Create a Department (Org) in the HRMS system
3. Add and Modify Department Account Codes
4. Describe aPosition Override
5. Add and Modify Position Overrides

Discuss the following questions

1. What does the Department Budget Table do?

2. What needs to take place before a new Department can be added to the Department
Budget Table?

3. What are the 3 ways to add a Department Account Code? What is the best method to
use? Why?

4. What is the difference between the Account Code Table and Default Account Code
Table?

5. When is the Default Account Code Table used? Who uses it?

6. What do you do when you have a position that is funded through a source other than
the Department Account Code?
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SUMMARY AND REVIEW (continued)

7. What isthe critical step to consider when entering a Position Override?

8. Do you insert arow on the Dept Budget Distr panel when you want to change an
Account Code for either the Department Account Code or an existing Position
Override? How do you change the Account Code?

9. You have anew Department, effective 6/1/01, and it includes some positions that are
on alag payroll (5/20 — 6/5 pay period begin and end dates). What date do you want
to use when you setup the Department? Who automatically pushes back the effective
date for you? If you are also creating new positions at the same time, what effective
date do you use in Position Data if they are going to be Position Overrides in the Dept
Budget Table?

10. You are trying to enter a position override but the position does not appear in the
dropdown list in the Department Budget Table. Where do you look for a possible
error?

11. If aposition’s funding is incorrect when it flows through to Labor Distribution, where
would you look for possible errors?

12. What are the three processes used to make one-time funding changes?
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A.INTRODUCTION

Personal Services Projection

-. Welcome to the Personal Services Projection section. This section contains the tools
needed to learn al concepts and procedures involved in the Personal Services
Projection section.

Goal: To acquire an overall understanding of how to budget positions and request the
Personal Services Projection.

Objectives:
1. Budget Positions
2. Unbudget a Position
3. Order aPersonal Services Projection

PHOENIX— STATE OF GEORGIA SECTION 3: PERSONAL SERIVICES PROJECTION 3'1
PROPRIETARY AND CONFIDENTIAL



OCTOBER 2002 PARTICIPANT GUIDE

B. BUSINESSPROCESSES

Activity Materials
LECTURE GUIDE FLIPCHART

HR0400-BUDG - Position Budget Information
HRO600-BUDG - Budget Projection Request
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C.CONCEPTS
PERSONAL SERVICES PROJECTION

Two reports provide projections for personal services and fringes expenses (Current Y ear and
Next Fiscal Year). Current Year includes the actual Y TD total expenses plus a projection of
persona services and fringes for the remainder of the year. Next Fiscal Year provides a full year
projection. Budgeting the position and requesting the report are both accomplished by accessing
HRMS Manage Positions.

A position must first be budgeted by adding aBudget Begin Date to the Posn Budget I nfo
panel; but a position does not have to be encumbered to appear on the Personal Services
Projection. The salary and retirement for the vacant positions can be manipulated as needed to
give amore redlistic picture of what the personal services and fringes expense for vacant
positions will be. To remove a position from this projection, you may either enter a Budget End
Date or delete the Budget Begin Date on the panel. Central Support recommends deleting the
Budget Begin Date.

The Personal Services Projection report is ordered through a process panel called Budget
Projection Parameters. You can order current fiscal year data, next fiscal year data, or both,
and there are a number of selections that allow you some latitude in manipulating the data. Some
of those selections include percentage increase of salary and fringes over a designated number of
months; different report levels (Cost Center, Function, Sub-Function); different page break levels
and even achoice of Financial Tree selection.

The accuracy of the date entered in the Last Pay Period Date field is critical to the accuracy of
the projection. That date should reflect the last pay period that has been confirmed, which is four
business days prior to the paycheck issue date.

The system is designed to add one day to the Last Pay Period Date entered when reading Job
Data. Thiswill give a more accurate projection by including those salary changes effective after
the Last Pay Period Date. For example, when entering the Last Pay Period Date of 11/30 the
system will include any salary changes in Job Data as of 12/01 for projecting the remainder of
the fiscal year.

The fields for budgeting a position and ordering a Personal Services Projection will be discussed
in depth as we continue with the exercises.
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D. EXERCISES

Exercise 1- Budget Positions

Note: Once a position has been created, the budget information needs to be associated
with the position. Thisis the step that adds a position to the Budget Projection
Report (Personal Services Projection).

Scenario: Your goal is to associate the budget information for some of the
positions used in the previous exercises.

Business Processes: HRO0400-BUDG -» Position Budget | nfor mation

Step 1 Select: Go=>»Develop Workforce2M anage Positions
Select: Use=>» Posn Budget Info

Expected | A dialog box displays.

Results:
Step 2 Enter the following:
Position Number: Refer to your Data Entry Sheet
Click: OK
Expected | The Position Budget Info panel displays.
Results:
3'4 SECTION 3: PERSONAL SERVICES PROJECTION PHOENIX — STATE OF GEORGIA

PROPRIETARY AND CONFIDENTIAL



PARTICIPANT GUIDE OCTOBER 2002

Exercise 1 (continued)

Step 3 Enter the following in the Position Budget Info panel:
Budget Begin Date: 07/01/2000
Budget End Date: Leave Blank (unless the position becomes
unbudgeted)

Note: Central Support does not recommend populating the Budget End
Date field even when a position becomes unbudgeted. Instead, leaveit blank
when you budget a position, and delete the Budget Begin Date when you
want to unbudgeted a position.

Vacant Position Budget Projection Data:

Retirement Default: Accept ERS New Plan
Monthly Salary: Leave Blank

Expected | Veify datais entered correctly.

Results:

Related

| ssues Vacant Position Budget Projection Data
These fields should only be populated when you want to budget a vacant position
and you expect to fill that position using a Retirement System other than ERS-
New Plan (the system default) or aMonthly Salary other than Step 1 of the salary
grade assigned to the job.
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Exercise 1 (continued)

Check
Results

Step 4 Compare your panel to the panel shown below:

Manage Positions - Use - Posn Budget Info HEE
Fie Edit “iew Go Favorites Use Setup Inguire Process RBeport Help
Blelalx| BlaE| &6 @l 5= 2lel=] #lelslz]

Pozn Budget Info I

Position Number: 00130688  Engineer, Survep Data

Open/Filled: Filled Current Head Count: 1

Budget Begin Date: [07/01/2000 ﬂ Budget End Date: || ﬂ

rPosition Fiscal YTD Cost Data

Fiscal Year: 20 Position FYTD Cost: 2508095 |
Fiscal Year: 2000 Position FYTD Cost: 39190.35 LI
Wacant Poszition Budget Projection Data

Retirement Default: IEHS - New Plan ;I

Monthly Salary: I

Expected | Position has been budgeted.
Results:

Step 5 click: Bl 1o save

Expected | The new information is saved.
Results:
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Exercise 1 (continued)

Step 6 Since we are going to use the same panel, Click on the Blue Check
(Update/Display) | con to enter the next position.

Repeat Steps 3 and 6 to associate the other two positions.

Expected | Verify datais entered correctly.
Results:

Related The Posn Budget Info panel also provides additional information that is a useful
I ssues tool for both Human Resources and Budget personnel.

This panel provides Fiscal YTD Cost Data (left arrow below), including fringes,
for any given position beginning with fiscal year 2000. Companies will be able
to view the cost of a position from year to year smply by accessing this panel and
using the scroll bar (right arrow below) to view each year.

Manage Positions - Use - Pozn Budget Info [_ (O] =]
File Edit Yiew Go Favoites Usze Setup Inguire Process Beport Help

S E N EE = E N S A

Posn Budget Info |

Poszition Mumber: 00143564  Technical Instructar DTAE
Open/Filled: Open Current Head Count: i}

Budget Begin Date:  [09/0171399 ﬂ Budget End Date: | ﬂ

N rPosition Fizcal YTD Cost Data
| Fiscal Year: 2001 Position FYTD Cost: 2200.00 qu I
Figcal Year: 2000 Position FYTD Cost: 22200.00 LI

“Wacant Position Budget Projection Data

Retirement Default: IEHS - Hew Plan LI

Monthly 5alary: I 2395.00

|HR7ODEY |Posn Budgst Info |UpdateDisplay 4

Exercise completed.
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Exercise 2— Unbudget a Position

Scenario: The Budget Office wants a position removed from the Personal
Services Projection. Your goal is to remove the position from the
next Persona Services Projection.

Business Processes: HR0400-BUDG = Position Budget I nformation

Step 1 Select: Go> Develop Workforce>M anage Positions
Select: Use> Posn Budget Info

Expected | A dialog box displays.

Results:
Step 2 Enter the following:
Position Number: Refer to your Data Entry Sheet
Click: OK
Expected | The Position Budget Info panel displays.
Results:
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Exercise 2 (continued)

Step 3 Enter or delete the following in the Position Budget Info panel:

There are two methods to remove a position from the Personal Services
Projection:

Delete the Budget Begin Date

OR

Enter aBudget End Date

Note: Central Support recommendsthat you do not populate the Budget
End Date field even when a position becomes unbudgeted. Instead, leave it
blank when you budget a position, and delete the Budget Begin Date when
you want to unbudgeted a position.

Vacant Position Budget Projection Data:

Retirement Default: Accept ERS New Plan
Monthly Salary: Leave Blank

Expected | Verify datais entered correctly.
Results:
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Step 4

Expected
Results:

Compare your panel to the panel shown below:

Manage Positions - Use - Posn Budget Info
File Edit “iew Go Favortes Uze Setup Inguire Proces: Report Help

alelex| =laa| == mE| 25 2lelo] ezl

Paosn Budget Infa |

Position Number: 00130628 Engineer, Survey Data
Open/Filled: Filled Current Head Count: 1

Budget Begin Date: ﬂ Budget End Date: I ﬂ

Position Fiscal YTD Cost Data

Monthly Salary: I

Fiscal Year: 2001 Position FYTD Cost: 2502095 ;I

Fiscal Year: 2000 Position FYTD Cost: 3319035 LI
Yacant Position Budget Projection Data

Retirement Default: IEHS - New Plan ;I

Position has been unbudgeted.

Step 5

Expected
Results:

Click: EI to save.

The new information is saved.

Exercise completed.
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Exercise 3— Budget Projection Request
The Budget Projection Request produces your Personal Services Projection (BGxxx0200).

Scenario: The Budget Office needs a Personal Services Projection for the
current and next fiscal years using the BCM_ORG tree. They want
the report by Cost Center and by Function, both at the
Organization level. Your goal isto order the report as requested.

Note: The Budget Projection Report is based on the last confir med pay
period.
Business Process: HRO600-BUDG =» Budget Projection Request
Step 1 Select: Go=>»Develop WorkforceM anage Positions

Select: Process=» Budget Projection Parameters = Update/Display
Note: Usethe Add mode for class.

Expected | A dialog box displays.
Results:
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Exercise 3 (continued)

Step 2 Enter the following search criteriain the dialog box:
Company: 422 (the 3-digit Company Number)
Click: OK
Expected | The Run Budget Projection panel displays.
Results:
Step 3 In the Production environment you will enter pertinent data and make your

selections, turn on Process Tonight, and then SAVE THE PANEL. The report
will run that night and will be available in Document Direct the next day.

Expected | The new information is saved.
Results:
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Exercise 3 (continued)

OCTOBER 2002

Step 4

Thisis asample Budget Projection Request pand.

Manage Positions - Process - Budget Projection Parameters

File Edt Wiew Go Favoites Use Setup |Inquire Process Report Help

gle|®|x| Elas| == == SE] @2lel2] =]

Budget Projection I

Company: 422  {iffice of Planning and Budget

Last Pay Period Date: |02/28/2001

Last Process Date: [02/26/2001

I Process. Tonight

Current Year

Fiscal Year: I 2001

¥ Current FY Cost Center Report
W Current FY By Function

I Current FY By Sub-Function
I | ComentBr Profest Summen

I | Eorrernt Py Progran Summen

Next Year

Fiscal Year: 2002

Increase %: | Increase %: Tiee: [BCM_ORG 3
Increase Months: I Increase Months: [E)I;IE::IWE I'I1!3[IIZ[I[II] ﬂ

¥ Mext FY Cost Center Report
¥ Mext FY By Function

[~ Mext FY By Sub-Function
I= | et B Prajest Summany

I= | st By Pragrar Summan:

Report O

Type: ITIeeSelecl 'I

Level: [BD_DRG K
Level: [BD_ORG ﬂ

|HRPROD |Run Budget Projection

Each field on this panel is discussed below.

|Update/Display

Expected
Results:

The Personal Services Projection has been requested.

Last Pay Period Date— This should be the date of the last confirmed payroll. You need to be
very careful when entering this date because for most agencies payroll is confirmed four business

days prior to the paycheck issue date; and if you do not consider that, the projection could be
incorrect.

For example: The 03/15/01 (Thursday) payroll was confirmed on Friday, 03/09/01. If you
requested a current year projection on or after 03/09/01, and before the next payroll confirm,
you should have used 03/15/01 as the Last Pay Period Date. If you did not, the 03/15/01

payroll was included twice in the projection —once in the actual Fiscal YTD total and oncein
the projection for the remainder of the fiscal year.
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Exercise 3 (continued)

Process Tonight — When this check-box is turned on, your Personal Services Projection will
process overnight and will be available the next day through Document Direct. This feature
allows you to set-up your parameters ahead of time and then turn-on the check-box at a later
date.

Current Year/Next Year — Asyou begin to build the Current Y ear, the system begins to build
the Next Year for you by adding the next fiscal year. However, the Next Y ear projection will
only be created if you turn-on one of the check-boxes inthe Next Y ear column.

Fiscal Year —enter the current fiscal year.

Increase % - this allows you to factor in a % increase for a designated period, whichisa

useful tool when making projections that include performance based increases.

I ncrease M onths— enter the number of months to factor in the % increase.

Report Type—You can select the following three reports:
Cost Center  (sorts by position)
Function (sorts by job title)
Sub-Function (sorts by job title)

Report Organization — In this column you will select the Financial Tree, the Tree Effective
Date, and the page break level.

Tree—The most requested tree is the BCM_ORG but some agencies have had Financials
build an additional tree called RPT_ORG which is organized per their requirements.

Tree Effective Date — If you use today’ s date, the system will read the most current
Financial tree.

Level — The level tells the system where to do page breaks and calculate totals. The four
levels on the BCM_ORG tree are All, Appropriation, Organization, and Detail. The levels
on the reporting tree (RPT_ORG) depend on how the agency has the tree set- up.

Step 5 SAVE THE PANEL.

Do not run the process. The Report will run that night and will be available
through Document Direct the next day.

Expected | The Persona Services Budget Projection Report has been requested.
Results:

Exercise completed.
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E. SUMMARY AND REVIEW
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Activity Materials
LECTURE GUIDE FLIPCHART

Objectives:

Discuss the following questions:

1. Budget Positions

2. Unbudget a Position
3. Order aPersonal Services Projection

1. What isthe Position Budget Info panel used for?

How do you remove a position from the Personal Services Projection?

What date is used in the Last Pay Period Date field on the Budget Projection Request

panel?

How can a payroll inadvertently be added to the Personal Services Projection twice?

If the date is March 9™" and Central Support is confirming the payroll for March 15"
tonight, what date are you going to use for the Last Pay Period Date if you order a
projection tonight?
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ANSWERSTO SECTION REVIEW QUESTIONS

Section 1: Account Codes

1.

The Account Code Table isa*“holding file’ for the ChartField values that are used to expense
personal services and fringes in Financials.

The system checks the Setl D, Project/Grant, Program, Sub-Class, and Fund Code against the
Financia Org Tree to ensure that they are valid ChartField values. The system also checks
for duplicate combinations of Chartfield values.

The recommended naming convention for an Account Code is to keep them as generic as
possible. They can be up to 25 alphanumeric characters.

Account Codes should be generic so they can be reused as funding changes.

Use the Description field to add more specifics about the Account Code and update that field
as the funding changes.

Y ou should use an effective date as far in the past as possible to prevent having any future
dated rows in the Account Code Table (arow that is after the current row in the Department
Budget Table). You aso want to ensure that the row of data in the Account Code Tableis
not after the Pay End Date when payroll confirms.

The Org Code field should not be populated because it limits the usefulness of the Account
Code. You would have to create four separate Account Codes for one funding source if that
source is to fund four different Departments. By leaving the Org Code field blank, you only
need to create one Account Code to be used for al four Departments.

The best entry mode to use when modifying an Account Code is Correction mode. Using
Correction mode ensures that you will not have future dated rows in the Account Code Table.

If you use the Update/Display mode be sure to use an effective date that is as far in the past
as possible. If you create a future dated row in the Account Code Table, the system may read
the incorrect row of data during paycheck distribution. The system reads the Department
Budget Table first and then finds the corresponding row of datain the Account Code Table
that is equal to or prior to the date in the Department Budget Table.



Section 2: Department Budget Table

1.

The Department Budget Table associates a Department and any Position Overrideswith
Account Codes that hold the ChartField values used to expense persona services and fringes
in Financials.

A new Department must first be set-up in Financials before it can be added to the HRM S
system and the Department Budget Table.

If you add the Department Account Code to the HRM S Department Change Request form,
HRMS Security will add the code to the Department Budget Table. Y ou can add the
Department Account Code but you have a very small window of timein which toit. The
system will add it if neither of the previous methods has taken place prior to nightly
processing. It's best to add the Department Account Code to the HRM S Department Change
Request form because it will be added to the Department Budget Table as soon as the
department is added to the HRM S system, preventing funding errors caused by timing issues.

The Account Code Tablelists al of the Company’ s account codes and the Default Account
Code Table lists one account code designated by each agency as a defaullt.

In the event the Department Account Code is not entered in or is deleted from the
Department Budget Table, the system will add a code to the table using the designated
Account Code from the Default Account Code Table. The system usesiit!

Y ou setup the position as a Position Override in the Department Budget Table.

Inserting arow on both the Department Table panel and then again on the Dept Budget Distr
panel at the Budget Level. If you do not insert the row on the Dept Budget Distr panel you
will probably delete the Department Account Code.

No, you do not insert arow at the Budget Level on the Dept Budget Distr panel. To change
an Account Code for either a Department Account Code or Position Override, you insert a
row on the Department Budget panel, input a new effective date, tab over to the Dept Budget
Distr panel, and then tab down to the Account Code field and make the appropriate
change(s).

Use a 5/1/01 effective date to set-up a new department in the Department Budget Table when
you have positions that on a lag payroll with a 5/20/01 Pay Begin Date. When you add the
account code to the HRM S Department Change Request, HRM S Security pushes back the
date by one month when adding the department to the Department Budget Table. If brand
new positions will also be setup as Position Overrides in the Dept Budget Table, use 5/1/01
as the effective date in Position Data.



10.

11.

12.

First, make sure you have accessed the correct department and check the department number
in Position Data. If the department is correct, start checking Effective Dates (PeopleSoft is
Effective Date driven). For example, if the effective date in Position Data is after the
effective date in the Department Budget Table, the system considers the row in Position Data
afuture dated row.

Again, you would start looking at effective dates and then pay begin and end dates. Also,
you may have deleted a Department Account Code and the system added a different one
when it rebuilt the Department Account Code row.

One-time funding changes should be made either through Rapid Pay Data Entry (for hourly
positions) or Labor Distribution. If you are making a one-time change for all of the positions
funded through the Department Account Code, you would save time entering it once in the
Department Budget Table (but be sure to change it back to the original account code after
payroll is confirmed).

Section 3: Personal Services Projection

1.

The Position Budget Info panel is where you add or remove a position from the Personal

Services Projection. This panel aso gives you the cost of a position by fiscal year.

2.

The best way to remove a position from the projection is to delete the Budget Begin Date on
the Position Budget Info panel. You can also add a Budget End Date.

The Last Pay Period Date should always be the date of the last confir med payroll.

If you use a Last Pay Period Date that does not include the last confirmed payroll, then that
payroll will be added to both the actual Y TD and the projection figures.
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ACCT CODE TABLE

Account Codes

42201 — State

42202 - Federal

Holds the ChartField values

used in Financials

ACCOUNT CODE WORKFLOW

DEPT BUDGET TABLE
Departments (Orgs)

Budget Office—422001001

All positions go to 42201

“Our Department
Account Codeis

Accounting Office — 422002001

Psn Overrides 12345678 & 127894832
All other positions go to 42201

42201

“QOur Department
Account Codeis
42201"

POSITION OVERRIDES

12345678 — 42202

12789482 - 50% to 42201
50% to 42202




PAYROLL DISTRIBUTION WORKFLOW

Payroll Confirm T
Paycheck Data PayCh?::]kHDRl’it/Ir é bution
Pay Begin Date
Pay End Date —>

Dept Budget Table Acct Code Table
Effective Date Effective Date
System checks Effective Date System checks Effective
against Pay Begin and Pay Date against Effective Date
End Dates. In the Dept Budget Table
Balance

HRM S Payroll Summary-Confirmed Report
PY XXX 0018H
to
Labor 1 LD XXX 001

Labor Interface
(HRMS)

HRMS Setup Tables:
Company
Company State Tax
Earnings
Deductions

Chart of Accounts
(510000, 513000, etc.)

Labor 1
Modulein

Financials




